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NCI Business Card Flow Chart

Employee Supervisor AO EO Vendor

Reviews, and if 

approved, signs 

and forwards to 

EO for signature

Reviews, and 

returns to AO

Processes 

order and 

notifies 

employee upon 

shipment

Requests 

Supervisor 

approval; prints 

and fills out 

HHS-26a and 

the Request 

Memorandum; 

forward to 

Supervisor

Order standard 

business cards 

listed in order of 

priority:

 Envision 

 NIH PSC

 NIH Medical 

Arts and 

Printing 

Services

Reviews, signs 

and forwards to 

AO (250 cards 

maximum) – 

retains copy for 

record

Business Cards 

delivered to 

Employee

Copies for 

records, 

forwards to 

employee.

        
 

 

Employee: 

 Department of Health and Human  

Services (DHHS) text or logo 

 National Institutes of Health (NIH) text or logo 

 National Cancer Institute (NCI) text or logo 

 Employee’s Name and Title 

 Official Organization  

(informal titles and references cannot be used) 

 Organizational Address 

 Telephone Number 

 Facsimile Number 

 E-mail Address (optional) 

 Website (optional) 

 

Generic: 

 Department of Health and Human  

Services (DHHS) text or logo 

 National Institutes of Health (NIH) text or logo 

 National Cancer Institute (NCI) text or logo 

 Official Organization  

(informal titles and references cannot be used) 

 Organizational Street Address 

 Telephone Number 

 Facsimile Number 

 E-mail Address (optional) 

 Website (optional) 

 


